Self Service — Inactive Duty for Training (IDT)

Introduction This guide provides the procedures for Reserve members to schedule IDT
requests.
Process The following process initiates creditable service and payment for Reserve

Inactive Duty for Training orders.

Types of Inactive Duty which can be scheduled in Direct-Access:
e Inactive Duty for Training (IDT)
e Additional Training Period (ATP)
¢ Readiness Management Period (RMP)
e Funeral Honors Duty (FHD)

Stage | Who Does It What Happens
1 Member Enters desired drill types using Submit a Drill
Request under DA Self Service Requests.
2 Supervisor/ | Reviews member’s request and authorizes
Command (approves) drills using View My Requests
under DA Self Service Requests.
3 Member Performs drills as scheduled or Withdraws

request previously submitted.

4 Supervisor/ | Approves drills after verification member
Command performed as scheduled. Or can Deny drill as
submitted, returning request to submitter.
Note: Supervisor/Command must be hold
Reserve Self Service Command
(CGRSVCMD) or Reserve Dirills
(CGRSVDRL) to view/enter/approve IDT

drills.
5 Servicing Upon notification from command the member
Personnel performed IDT, approves orders for pay.

Office

Continued on next page



Self Service — Inactive Duty for Training (IDT), Continued

Procedures See below.

Step

Action

1

Select the Requests link from the Direct Access home page.

United States Coast Guard

5. Department of Homeland Security

Seli Service | Reguests

Announcements Updated 16 April 2014

April Leave and Earnings statements ({LESs) Posted: LESs for April are avsilable. Go to
"Wiew Paycheck” under Employee Self Service to view.

April Reserve Points Statements Posted: Reserve retiremeant point data for April 2014 is
available. Go to "Wisw Reserve Points” under Employee Self Service to view.

Direct Access Il Technology Refresh Projects -

» PCS eResume: More information and insiructions.
» Assignment Processing: More information snd instructions.
» Accessions: More information and instructions.

Select Submit a Drill Request.

I My Page Self Service [ Requests ]

Self Service Requests

Submit an Absence Request Wiew My Absence Requesis
Submit a Deleqation Request Wiew My Requests (all types)
Submit a Civilian CA Request Submit & Supp CA Reque
Submit an Officer CA Request Submit an F5A Request
Submit a COLA Unique Request Submit & Drill Request

Submit an Advance Pay Request

Continued on next page



Self Service — Inactive Duty for Training (IDT), Continued

Procedures,
continued
Step Action
3 The Action Request to Submit Schedule Drills will appear. Instructions are

built into the page.

Action Request

Submit Schedule Drills
Granger,Hermoine

1. Select the Drill Date.

2. Enter Start/End Time for the drill in the format HH24:MI/HH24:MI (e.g. For a drill starting at 08:15am and ending at 04:45pm, Enter
08:15/16:45)

3. Select the Drill Type from the drop down list.

4. Select Meal Eligibility for IDT-Multiple, ATP-Multiple or IDT-Single + ATP-Single Drill Types only. Leave blank for all other drill types.

5. Enter Department only if the drill is to be performed at another department.

6. Select Duty Purpose 1 for all Drill Types.

7. Select Duty Purpose 2 for IDT-Multiple, ATP-Muliiple or IDT-Single + ATP-Single Drill Types only.

3. Select Pay Code : "No-Pay™ for Points only drills; "Half™ for 1 days pay; "Full” for 2 days pay.

9. Click "Get Details" button to reguest information on Faid IDT Cap and # of Completed Drills

10. Look up and select Approver; Enter any Comments and click "Submit”.

Request Details

Drill Date: El Department: Q@,
Start/End Time: | Duty Purpose 1: ~
Drill Type: hd Duty Purpose 2: hd
Meal Eligibility: hd Pay Code: hd

Get Details

Request Information
Paid IDT Cap: 48
# of Paid Drills: 0

Request Approvers

Approver: | @,
Comment: <Enter Comments=|
| Submit| | Resubmit| | Withdraw |

Continued on next page



Self Service — Inactive Duty for Training (IDT), Continued

Procedures,
continued
Step Action
4 Request Details section - Complete the fields as described in this table.
Drill Date: [06/01/2014 5 Department: 000450 @,
Start/End Time: [ 0800/1630 Duty Purpose 1: | Personnel Support v
Drill Type: IDT - Multiple ~ Duty Purpose 2: Personnel Support ~
Meal Eligibility: Lunch v Pay Code: Full v
Field Description/Entry

Drill Date: Enter date or click on calendar and make a selection.

Start/End Time: | Enter time using military format.
Single IDT/ATP — 4 or more hours
Multiple IDT/ATP — 8 or more hours
RMP — 3 to 24 hours

FHD — 2 or more hours

Drill Type Click the drop-down and make a selection.
[
ATP - Multiple
ATP - Single
Funeral Duty
IDT - Muliiple
IDT - Single
IDT Single + ATP Single
IDT Single + Funeral
RMP
ATP Additional Training Period —
Multiple or Single
FHD Funeral Honors Duty
IDT Inactive Duty for Training -
Multiple or Single
IDT Single + ATP Inactive Duty for Training Plus
ATP Single
IDT Single + Funeral | IDT Single Plus Funeral Honors
RMP Readiness Management Period

Continued on next page



Self Service — Inactive Duty for Training (IDT), Continued

Procedures,
continued
Step Action
4 Request Details section (continued)
(cont) | [EEEEREEE
Drill Date: 06/01/2014 Department: 000450
Start/End Time:  J0800/1630 Duty Purpose 1: | Personnel Support v
Drill Type: IDT - Multiple hd Duty Purpose 2: Personnel Support v
Meal Eligibility: Lunch v Pay Code: Full v
Field Description/Entry

Meal Eligibility | Click the drop down and make a selection.

Breakfast

Breakfast & Lunch
Breakfast, Lunch Supper
Lunch

Lunch & Supper
Messing Available

Mone

Supper

Meal eligibility authorized for Enlisted personnel only.

Note: ALCOAST 337/03 provided policy regarding
payment of Commuted Rations to members on IDT.
Department: Enter the Department ID where IDT is to be performed.
Duty Purpose 1: | Click the drop down and make a selection.

APPROPRIATE DUTY FOR COMPLETING THE PHA Clympic Games Support

Acquisition - General Operational Intelligence

Aids to Nav Contingency Personnel Support

Boating Safety Activity Port Safety & Sec Contingency

Boating Safety Contingency Port Safety & Security

Civil Rights - General Public & International Affairs

Command, Control & Comms RMP - ADMINISTRATIVE/ANDIVIDUAL READINESS
Contingency Preparedness RMP - DENTAL EXAM ANNUAL

DISASTER RESPONSE OPERATIONS & SUPPORT RMP - GENERAL MANDATED TRAINING
Defense Contingency RMP - MEDICAL OTHER THAN FHA
Defense Operation RMP - WEIGHT PROGRAM/NUTRITION
Engineering & Logistics RMP FOR OCCUP MED SURVEILLANCE & EVAL PROG
Environmental Contingency RMF FOR RESERVE SERVICE WIDE EXAM
Environmental Protection Radio Navigation

Financial Mgmt Supply & Inv Research & Development

Great Lakes - Summer Stock Safety & Occupational Health

Health Services Search & Rescue

INDIVIDUAL TRAINING PLAN Search & Rescue Contingency

Ice Cperation Security, CMC, Publications

Law Enforcement Short Rnge Aids to Navigation

Law Enforcement Contingency Space Program Support

Legal - General Structured Training - General

Merchant Vessel Insoin & Doc Vessel Traffic Services

Duty Purpose 2: | Click the drop down and make a selection. Only used if
performing:

e Multiple IDT

e Multiple ATP

e Single IDT + ATP Single

Continued on next page



Self Service — Inactive Duty for Training (IDT), Continued

Procedures,
continued
Step Action
4 Request Details section (continued)
(cont) | [esiaiaans
Drill Date: Department:
Start/End Time: 800/1630 Duty Purpose 1: | Personnel Support v
Drill Type: (DT - Multiple w Duty Purpose 2: Personnel Support hd
Meal Eligibility: Lunch v Pay Code: Full ™)
Get Details
Field Description/Entry
Pay Code: Click the drop-down and make a selection.
Full
Half
Mo Pay
Full | Pay is authorized for both periods of:
e IDT or ATP Multiple
e |IDT Single + ATP Single
Half | Pay is authorized for a single drill, or when pay
is only authorized for one period of a multiple
drill
None | A single or multiple drill is performed for
points only.
5 Click the Get Details button.
I Get Details I
Paid IDT Cap: 48
# of Paid Drills: 0
Direct Access will auto populate:
e Paid IDT Cap: - Number of drills authorized for pay for current FY.
e # of Paid Drills: - number of paid IDT’s scheduled and/or completed
during current FY.

Continued on next page



Self Service — Inactive Duty for Training (IDT), Continued

Procedures,

continued

Step

Action

6

Request Approvers section.

Request Approvers.

Approver: 7654321 QJ Albis Dumbledore

Comment: =Enter Comments=

[ suome | | Resubmit | | Withdraw |

e Enter the Approver Empl ID and Tab. Or use the lookup icon to search
for an approver.
e Comments are required.

When completed, click the Submit button.

Once submitted, the status will display as Pending.

Request Information

Paid IDT Cap: 48
# of Paid Drills: 0

Request Approvers

Approver: 7654321 Disney,Walt
Comment: Please approve
| Submit| | Resubmit| | Withdraw |

Reserve Drill Approval
= IReserve Drill Request:Pending I (=View/Hide Comments

One Approval Level

Pending

G_) Disney \Walt
Initial Approve Acticn Request

— Comments

Donald Duck at 10/29/14 - 10:45 AM
Please approve




